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Common Proof Reader Marks

Meaning

delete

begin a new paragraph

set in CAPITALS

comma

period
quotation marks
apostrophe
caret

move up or down

set farther to left
set farther to right
transpose

set in italic

insert a space

spell out

Close up this space

set in boldface

set in lowercase

Example

take Gl%s out

Paragraph should end here. Not continue

Set useo to USOE
i —]

respectfully Mar
p )j’\ )’q

Have a wonderful dayo

v

He said, Have a good day:

\J
| caﬁ{ do it.
what is needed
Insert here
Move or down
up Move

C Move to the left

Move_) to the right
Thefhould chang order_
Please set in italic; dal
needs a spacghere

Spell out @—: ten teaspoons

Tim kicked his fooﬂ)all over the fence.

This should be in bold. 1,[’
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